Training Tip/Documentation for the State of Idaho On-Line Scholarship Application
Process

High School Official Eligibility Verification Process:

Prior to the application window being opened for High School Officials, the following
information should be sent to high school officials (counselors). It is recommended that
the sample email be sent and the rest of this information sent as a training
manual/attachment for counselors. The screen shots and training manual can be attached
to the Counselor Validation site as a help section.

Sample of the email to counselors:

CONFIDENTIAL

For High School Official/School Counselor Only. If you receive this email in error,
delete it and all copies and contact dana.kelly@osbe.idaho.gov as soon as possible.
(208) 332-1574

Idaho High School Counselors,

The following information is intended to guide you as you begin this process. New this
year is a counselor help document. This adobe document provides screenshots and text
intended to help you with the high school official portion of the State of Idaho
Scholarship process. In addition, I will be available to help if you have difficulties along
the way.

The counselor page is available on our website at:
http://www.boardofed.idaho.gov/scholarships/counselor-input.asp

If you validated last year, you will receive a separate email with the username you
established last year. With the username, you can log in. If you forgot your password,
you can use the “forgot password” link and request your password. Using your username
and password from last year will make the process much easier. If you don’t get the
second email, I can provide you with your username, but I do not have records of
passwords.

Establishing a login account — Please pay careful attention to the directions:

This is for High school officials (counselors) who did not establish usernames last year.

Counselors/HSO will electronically submit eligibility criteria for students who have

applied for scholarship managed by the State of Idaho.

e In order to submit scholarship information for your students you will need to establish
a login account. The link is only in this email. Do not delete this email without
printing a copy so that you can access the initial Counselor Registration Page. In
addition, do not share this link with anyone. It is for High School Officials only. The
student application period closed as of February 15, 2007.

e You will need to go to this site
https://www.boardofed.idaho.gov/scholarships/online _app/login/counselorregister.asp
x and request a username. You will be emailed a username, temporary password and
validation code. Once this email arrives you will need to validate your account and
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then select your own password. The validation code and passwords are very
complex, and it works best if when you get the new email that you click on the link in
the email, and then copy and paste your username, validation code and password.
Upon completion of the validation, you will be able to select a password. If you have
difficulty with this step. Please call me and I will get it going for you.

e After completing these steps, you will be able to begin submitting the information
necessary for your students to be considered for the scholarships managed by the
State of Idaho.

After validating your account, you can then log in until the deadline directly from our
scholarship site:
http://www.boardofed.idaho.gov/scholarships/counselor-input.asp

e Upon receipt of this email, please proceed with the process of establishing a login
account.

Please Note that for SAT scores only use the SAT Verbal and SAT Math. Do not
use the new writing score.

New This Year:

From the log in page, you will be able to view a new help document. This document
provides screen shots and text intended to assist the High School Officials with the
student information validation process. You may want to review this document prior to
entering student data. The document will give you a good overview of the complete
process. If you still have any questions, please feel free to contact me.

Counselor Verification Window:

Counselors will have until Friday, February 16, to enter the necessary information for
their students. Counselors can often as necessary until February 16, 2007. Counselors
may choose to wait and enter all student information at one time. This is fine as long as
you complete the entry by the deadline, February 16, 2007

Contact Information:

Dana Kelly, Manager

Student Affairs Programs

Office of the ldaho State Board of Education

P.O. Box 83720

Boise, ID 83720-0037

Phone: (208) 332-1574

Scholarshiphelp@osbe.idaho.gov or dana.kelly@osbe.idaho.gov
Fax: (208) 332-2632

After the High School Official (HSO) requests a user name and
password, the counselor will be sent an email with the
validation information. The email used is the one listed in the
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database for this counselor. If by chance the High School
Official (Counselor) has had an email change and did not have
this updated by the Scholarship Manager, they will not get this
critical email. If this occurs, the HSO will need to contact the
scholarship manager and the manager will need to go into the
database and change the email. Then the HSO will need to
wait for the next hour to attempt to go back in and request a
new password. If this is not the case, and the HSO does not get
the email, the HSO will likely need to check with tech support
at the high school to verify that the schools email system
recognized email from OSBE and valid and not “junk”.

The email looks like the sample below. The validation is the
hardest part of the entire process and it is important for the
HSO to read the email carefully. It is also suggested for both
student applicants and the HSO that they “copy and paste” the
validation code and password into the next two screens. Her is
a sample of the validation email High School Officials should
receive:

Thank you for creating a login to apply for Idaho State Board of Education Scholarships.

You may validate your account by clicking on the following link
https://www.boardofed.idaho.gov/scholarships/online app/Login/Validate.aspx

If you cannot click on the link above, copy and paste the link into a web browser.

The password is case sensitive, using upper and lower case letters along with numbers.
Please carefully enter the information shown below or use cut and paste to enter it into
the form.

Your username is: DanaTest
Your validation code is: faracida
Your password is: RIn47M-lavuhabe

Please print off this email and keep this information in a secure place. Do not share your
username and password with anyone else. In order to proceed with the application
process, you will need to validate your account.

Dana Kelly, Manager
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Student Affairs Programs
Office of the Idaho State Board of Education 650 W. State Street Boise, ldaho 83706

email: scholarshiphelp@osbe.idaho.gov
(208) 332-1574

The following pages provide screen shots and explanatory text for High School Officials
completing the eligibility verification process.

2l User Validation - State Board of Education Online Scholarship Application Website - Microsoft Internet Explorer,

File Edit Wiew Favorites Tools  Help

\_) L/l \ﬂ @ h pSearch ‘i‘:(Favuntes @ [‘-\:v ; J E ﬂ ﬁ

Address |@ https:{funae, boardofed.idsho.gov/scholarshipsfonline _app/Login/validate., aspx V| G0 Links **
Seatch £
CE New - Initial User Validation

Goc

[ 1]

Please enter your username, password and validation code received in the email sent from our office. The password iz
Tt Eeelin case sensitive, using upper and lower case letters along with nurbers.  Once vour information is validated, you will be
1

able to continue with the online application process immediately,

Google Username: | |

Search w Walidation Code: | |

framany

Diwvnioad the Passward: | |
click
©2006 Gaogle Validate
IDAHD STATE BOARD OF EDUCATION PO Box 83720 BoISE, ID 83720-0037 208-334-2270

< | »
& S @ Internet

= E 0w g i C g ft Out... final (Pl... B Scholarship Login Em...

BTG A Appl

After the HSO successfully “copies and pastes” the Username, Validation Code, and
Password they should select the Validate Button at the bottom of the page.
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Tip for Success: If you used the “copy and paste” process it is likely that the last item

you copy and pasted was the computer generated password. If so, after hitting the

Continue Button on the next screen you will be able to past your initial password into the

Current Password space on the Reset Password screen. It is recommended that you reset
our password to something that will be easier for you to remember.

2} User Validation - State Board of Education Online Scholarship Application Website - Microsoft Internet Explorer |ZHE|E|

File Edit W%iew Favorites Tools Help

Q- O HNRE®

p Search

\;ﬂi(Favor\tes @ [‘::<v ; _J E ﬂ ﬁ

Address |@ https: v, boardofed.idahao.gov/scholarshipsfonline_app/Login/validate, aspx v| (=) Links *
Search S
Enew @ Initial User Validation
Success! You've created an Online sccount! The next step is to select your own password, Click the button below to
, continue,
I'm Feelim
Google|
Searchw
fromany IDAHO STATE BOARD OF EDUCATION PO Bi0X 83720 BOISE, ID 83720-0037 208-334-2270
Diowinload the
click
©2006 Google
< | >
@ Done é . Internet
G E3 Microsoft Excel - Cop. .. Inbox - Microsoft Out... | B finally! - Messag o

) Apply Online For Scho... 2§ User validation - Stat... = dkelly on Flataiu:

At this screen, press the Continue Button.
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A ResetPassword - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

Q- O RNREAG

pSearch {?Favuntes @ Ei:g:v :;, |_.J E ﬂ ‘3

Address |@ https: {funae, boardofed.idsho.gov/scholarshipsfonline_app/ResetPassword . aspx v| Go Links **

Seatch £

Ct e -

Goc

[ ]
I'm Feelin

Google|
Search w
fromany

Divenload the

click

B2006 Google

Reset Password

Current Password:

L 1

Mewe Password: (8 - 16 characters, Must include at least 1 number, 1 UPPER case, 1 lower case, Mo Spaces!)

L 1

Confirm Passwaord:

Change Password

IDAHO STATE BOARD OF EDUCATION PO Box 83720 BoISE, ID 837 20-0037 208-334-2270

S & nternet

Please reset your password to something easy for you to remember. Keep your password
in a save place, and do not share it with students or other HSOs.

Using the “copy and paste” functions works well in resetting the password from the
original computer generated password.
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A ResetPassword - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

Qw- O HNEG

pSearch ‘*‘»:r:'{Favuntes €—3 &27 :\ﬁ I_J E ﬂ ‘ﬁ

Address |@ https: {funae, boardofed.idsho.gov/scholarshipsfonline_app/ResetPassword . aspx v| Go Links **

Seatch £
»

(tNew @

Goc

[ ]
I'm Feelin

Google
T Beachw
fromany
Divenload the
click

B2006 Google

Reset Password

success! The password has been changed and an email sent to you for your records,

Cantinue

IDAHD STATE BOARD OF EDUCATION PO BOK 83720 BOISE, ID 837 20-0037 208-334-2270

S & nternet

Once this screen appears, you should be getting another email with your new password.
Keep the email in a safe place.

Hit the Continue Button
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2 High School Official Yalidation of Student Record - Microsoft Internet Explorer,
File Edit Wiew Favorites Tools  Help ?
Y e - it
eBack > ) @ @ (;] pSearch 5.7 Favorites @ kzv & I_.J E ﬂ ﬁ
Address |@ https:{funae, boardofed.idsho.gov/scholarshipsfonline _app/H30fficial/HighSchoolOfficial . aspx V| G0 Links **
Seatch £ ~

»

Forew
Goc

[ ]
I'rn Feelin Log Qut

It is very important to keep your email address up to date, Change vour email address, if necessary,

High School Official: Dana Test

Google[

Search v Please verify and/or test scores, GRA, and Class Rank for the student(s] lizted below.
Dwg:;';”dat":g vouwill be asked to provide final validation at the end of the process. When the process is completed, a check mark will
click appear in the far left colurmn,
B2006 Google

Click on a student's name to proceed with validation,
Completed Record ID # Student Name

1048 witEl Test

Refer to the initial email sent by the Scholarship Manager regarding the closing date for student record validation.

The Scholarship sanager can be contacted via phone 332-1574 or email scholarshiphelp@osbe . idaho. gow

with questions regarding the online validation process. Thank vou,

aDone S & nternet
e E z

BTG

From this screen, you can change your email address at any point. You can also see the
list of students that have identified you as their HSO.
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A ResetPassword - Microsoft Internet Explorer |;HE|
File Edit Wiew Favorites Tools  Help ",'
Q- © BB G Pt 03 2ELEH B
Address |@ https:{funae, boardofed.idsho.gov/scholarshipsfonline_app/ChangeEmail. aspx V| G0 Links **
Seatch £
& e 22 Change Email Address
l:l Current Email sddress:
dana.kelly&@osbe.idaho. gov
M) AL Mew Email Address:
Google
Search w
fromany
Divenload the
click
B2006 Google
IDAHD STATE BOARD OF EDUCATION PO BoX 83720 BOISE, ID 83720-0037 208-334-2270
< | >

a Done S & nternet

=
’(l_\ Frid.
L

b 1

If you want to change your email, this is the window that will appear. If you were unable
to login, and you know you had an account last year, you may want to verify that you are
using the same email address that you had last year. You can then go in and change your
email to the one you are using this year.
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2 High School Official Validation of Student Record - Microsoft Internet Explorer
File Edit Wiew Favorites Tools  Help |',’
Q- © HMEA G| P @ - L2 [JE K B
Address |ﬁj https:{funae, boardofed.idsho.gov/scholarshipsfonline _app/H30fficial/HighSchoolOfficial . aspx V| G0 Links **
Search X ~
»
Ct Mew
High School Official: Dana Test
Gox
I'm Feelin Log Out
It is very important to keep your email address up to date, Change vour email address, if necessary,
Google| )
Search w Pleasze verify andfor test scores, GRA, and Clazs Rank for the student(s) listed below.
Dwg:;';”dat":g vouwill be asked to provide final validation at the end of the process. When the process is completed, a check mark will
click appear in the far left colurmn,
B2006 Google . . L
Click on a student's name to proceed with validation.
Completed Record ID # Student Name
1049 Witzl Test
Refer to the initial email sent by the Scholarship Manager regarding the closing date for student record validation.
The Scholarship sanager can be contacted via phone 332-1574 or email scholarshiphelp@osbe . idaho. gow
with questions regarding the online validation process. Thank vou,
< | > >
&] Done 5 @ Internet
[P — 4

- = Platoluser .. r@ dation. ..
This screen shows you the list of students that have identified you as their HSO.
Since the application window will have closed for students, this is a good time to review
the list of names to see if all students you expected to have applied are listed. If you are
confident that a student would have applied, and you are not seeing the name here, please
check with the student to verify that they did complete the process and that they listed
you as their HSO.

Some possible explanations for student not appearing here are:

e Student chose not to complete the process

e Student did not get all the way through the process and may need additional
assistance.

e Student selected the wrong high school official, and one of your colleagues may have
the student listed.

e Student may have not listed the correct high school.

After following up with the student, you may need to contact the scholarship manager for
assistance.

You may also see students on the list and you did not even know that they were applying.
Students are encouraged to inform their HSO of their application, but they are not
required. Please complete your portion, and contact the student if you need additional
information.
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23 High School Official Validation of Student Record - Microsoft Internet Explorer

File Edit W%iew Favorites Tools Help ':.'
Qs - © N [@ G Pr|terns @ - 22 EH B

Address |@ https: v, boardofed.idahao.gov/scholarshipsfonline_app/HSOfficial /HighSchoolOFficial.aspx v| Go Links *
Search £ el
Q Mew

High School Official: Dana Test

Goc

[ 1]
I'm Feelim Log Out

It is very important to keep your email address up to date. Change vour email address, if necessary.

Google[

Please verify and/or test scores, GPA&, and Class Rank for the student(s) listed below,

Searchw
DUWHTTSQEFIQE vou will be asked to provide final validation at the end of the process, Wwhen the process is completed, a check mark will
click appear in the far left colurmn,
©2006 Google
Click on a student's name to proceed with validation.
Completed Record ID # Student Name
1049 Witei Test
Refer to the initial email sent by the Scholarship Manager regarding the closing date for student record validation,
The =scholarship #anager can be contacted via phone 332-1574 or email scholarshiphelp@osbe. idaho. ooy
with questions regarding the online validation process. Thank you.
< | ¥ ¥
@ Done é . Internet

zEE W

BE@S

If you look closely at the applicant names, you will see that the box to the left of the
applicant name is not checked. Once you are successful in validating the student’s
eligibility, this box will have a check in it.

To enter information for a student click on the Student Name and the next screen will
appear.

11 Revised December 1, 2006



Training Tip/Documentation for the State of Idaho On-Line Scholarship Application
Process

2 High School Official Yalidation of Student Record - Microsoft Internet Explorer,

File Edit Wiew Favorites Tools  Help

eBaEk M @ @ @ @ \kh pSearch {?Favuntes @ Ei:g:v :;,. |_.J E ﬂ ‘3

Address |@ https:{funae, boardofed.idsho.gov/scholarshipsfonline _app/H30fficial/HighSchoolOfficial . aspx v| Go Links **
Search £ ) . . S e’
= Click on a student's name to proceed with validation, b |
T
€ e Completed Record ID # Student Hame
1048 witEl Test

Goc

Refer to the initial email sent by the Scholarship Manager regarding the closing date for student record validation,

The Scholarship sanager can be contacted via phone 332-1574 or email scholarshiphelp@osbe . idaho. gow

l:l with questions regarding the online validation process. Thank you,
I'm Feelin In order for the database to be up to date, changes need to be sent immediately to scholarshiphelp@oshbe.idaho, gov
Review information for the educational institution and High School Official(s) below,
% Educational Institution Information:
Search w . fren .
fromany Marne of Schoal: Witzi Test High School
Download the | Address: 650 W, State Street
City, State Zip: Boise, Idaho 83708
B2006 Google
Phone: [208) 332-1674

school District Mame  Boise School District
Schoal District Mumber 001

Accreditation Agency  Morthwest Association of Schools

£

< | td TIPSR

€l 5 @ Internet
s start = E %

oG

This screen displays the information that we have listed in our database about your
school. Please review the information and contact the scholarship manager if changes are
needed.
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2 Student Record Entry from High School Official - Microsoft Internet Explorer,

File Edit Wiew Favorites Tools  Help -.',’
e Back - [ ) \ﬂ @ | h p Fearch '*3:1‘\'( Favarites e} g - :’\’_ J E ﬂ ‘5

Address |@ https:{funae, boardofed.idsho.gov/scholarshipsfonline _app/H30fficial/HighSchoolOfficial-EditStudent. aspx V| G0 Links **
Search X ~
& New 2 Student Record Entry from High School Official

Gox

Return to Student List i

IrlEEelin Flease review, add/edit and validate educational records for: Mitzi Test, ID: 1049Information for scholarship application

should be current., Grade and Rank in Class information should reflect all student work up through the first semester of

the senior year. |f your institution has not completed recording this information, please contact Dana Kelly via ernail or call

Google [208) 332-1574 and reference code *302.
Search w
Dwg:;';”dat":g GP& Definition: The scholarship providers have specified minimum Grade Point Average [GPA) required to apply for these
click merit based scholarship. Scholarship wihile they may vary between scholarships, the application process honors the

scholarship providers guidelines, GP& data must be provided by the appropriate High School Official. Only "unweighted"
GPA data is accepted. GPA's may be reported to 4 decimal places, Exammple: & GPA of 3,8673 would be acceptable; however
3.86729 would not be accepted. GPA’s of 4.0 {s the highest accepted, and school officials must validate that a score of 4.0

B2006 Google

has been calculated on an "unweighted" basis,

Student Information
Curnulative Unweighted GPA: I:I

Rank of Applicant in Class:

|

< | .

@‘] Done S & nternet

14 start

The information you enter from this screen is critical to the success of the scholarship
selection process. It is important that you read the text carefully and are consistent in
how you enter GPA, Class Rank, and test scores.

The first information you are asked to input for the student is their Cumulative
Unweighted GPA. If your school weights grades you will have to do the calculation to
unweight these scores. For consistency throughout the state, we require scores to be
reported using a 4.0 scale and the GPA may be reported up to 4 decimal places.

The GPA should reflect cumulative work through the Fall semester. If your school has
not calculated Fall scores yet, please wait until you have this information prior to
validating scores. The window for HSO’s to report is open until mid February so that
you will have time to get Fall data. If this is a problem for you, please contact the
scholarship manager.
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2 Student Record Entry from High School Official - Microsoft Internet Explorer,
File Edit Wiew Favorites Tools  Help |',’
Qt - © M A G| P |rren= @ - LB [JEE 3
Address |ﬁj https:{funae, boardofed.idsho.gov/scholarshipsfonline _app/H30fficial/HighSchoolOfficial-EditStudent. aspx V| G0 Links **
Search X merit based scholarship, Scholarship wihile they may vary between scholarships, the application process honaors the ~
Gt New » scholarship providers guidelines, GPA data must be provided by the appropriate High School Official. Only "unweighted”
GPA data is accepted. GPA's may be reported to 4 decimal places, Exammple: & GPA of 3,8673 would be acceptable; however
3.86729 would not be accepted, GPA’s of 4.0 is the highest accepted, and school officials must validate that a score of 4.0
GO& has been calculated on an "unweighted" basis,
Student Information
|:| Curnulative Unweighted GPA: I:l
Ity Feelim Rank of applicant in Class: I:I
Mumber of Students in Graduating Class: l:l
Go-ugle Date of Graduation:
Search w Save Changes =
fromany
Dawynioad the
elickd Report all student test scores by entering data in the grids below.
B2006 Google
Additional ACT Scores [student requested scores)
SAT Scores
COMPASS Scares
Entering student test scares is as easy as 1-2-3:
1] Enter test scores in the upper grid, then click the ‘4dd’ button, This adds the scores to the table that will be displayed on
¢ | 5 the final validation page. Continue adding scores for the specific test, as needed. (Exarnple: The scores show in the table 3

:g‘] Done S & nternet
———
¥ -
1y Start »

After entering the unweighted, cumulative GPA for the student, you will be asked to list
the student’s rank in class.

You will also need to supply the Number of Students in the Graduating Class. Most
HSOs will validate student records on the same day, and this works best because the
number of student should be consistent for all students applying from the same high
school. If for some reason there is a difference, this should be noted by the HSO in the
comment section at the end of this process.

Date of Graduation. As students are applying for the scholarships, they will be asked to
put their graduation date. Many will not know the exact date at the time they are filling
out the on-line application. They are instructed that if they do not know the date to put
the month and the first day of the month with the correct year in this section. If this is
incorrect please change this to the correct date.

It is unlikely, but possible that a student from a previous year could get into the site.
Only current high school seniors are eligible to apply (Except Tschudy Applicants at
Emmett HS). If you notice that this has occurred, please change the date to the correct
date, put a comment in the comment section and contact the Scholarship Manager.

14 Revised December 1, 2006



Training Tip/Documentation for the State of Idaho On-Line Scholarship Application

Process
2 Student Record Entry from High School Official - Microsoft Internet Explorer,
File Edit Wiew Favorites Tools  Help |',’
Q- © HMEA G| P @ - L2 [JE K B
Address |ﬁj https:{funae, boardofed.idsho.gov/scholarshipsfonline _app/H30fficial/HighSchoolOfficial-EditStudent. aspx V| G0 Links **
Search & Report all student test scores by entering data in the grids below, e
Ct Mew .
Additional ACT Scores [student requested scores)
SAT Scores
GO'\ COMPASS Scores
Entering student test scares is as easy as 1-2-3:
1) Enter test scores in the upper grid, then click the ‘Add’ button. This adds the scores to the table that will be dizplayed on
I'm Feelin the final validation page. Continue adding scores for the specific test, as needed. (Exarnple: The scores show in the table
for the ACT test taken last year, However, the High School Official received results for a test taken recently, but is not
showing in the table. In this instance, the High School Official needs to enter the additional test scores for the student.
Google
f?;fﬂr;:;“ 2) Click the Edit' button in the lower grid if scores were entered in error and need correction,
Divenload the
lick . . . .
e 3] Click the Back to Top link to continue on to the next test score section,
2006 Gaogle Back to top
ACT Scores: L4
English Mathematics Reading Science Composite Test Month Test Year
L I L JL JC 1T L ] [ ][ Jam
Click the ‘add' link at right when scores have been entered in the grid, *
EBack to top
< | > CAT Crnvar: Z

:g‘] S & nternet

Look closely at this screen. You will see that there might be “(student requested scores)”
next to one or more of the types of tests.

This is critical for you to note, because if this appears, this means that the student has
indicated that they have taken these exams.

If you do not have a record of the scores, and they are not showing up automatically
(ACT only), you will likely need to contact the student to have them provide you with an
official copy of the score report.

This is especially true for the Compass test. We found last year that Compass test scores
were not consistently provided to the HSO completing this section.

If you do not have the information and the student is not able to provide it to you, in order
to complete your section you will have to put “0”s in the areas and put a default date of
10/1/2006 in the score area in order to complete the validation. If you have to do this,
please make a note in the comment section.

New This year: If a student is applying for the Professional Technical Scholarship and
only took the ACT, we can use information from a correlation table to enter compass
scores. The scholarship manager will be able to assist you with this. Since this is new,
you may get an additional email with instructions specific to this section.
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2 Student Record Entry from High School Official - Microsoft Internet Explorer, E|E|rg|
File Edit Wiew Favorites Tools  Help |',’
e Back () \ﬂ @ ,l\l p Search ::‘\'( Favorites {‘3 - ,‘{ 4] E ﬁ ﬁ
Address |ﬁj https:{funae, boardofed.idsho.gov/scholarshipsfonline _app/H30fficial/HighSchoolOfficial-EditStudent. aspx V| G0 Links **
Search = 3] Click the Back to Top link to continue on to the next test score section, '
G New - Back to top
ACT Scores:
GO\ English Mathematics Reading Science Composite Test Month Test Year
L I L I JC 1 L] [ ][ Jam
|:| Click the ‘add' link at right when scores have been entered in the grid, *
EBack to fo
I'm Feelin BackInfop
SAT Scores:
Verbal Math Test Month Test Year
= 1 1 [ | o
Search w
fromany Click the ‘Add' link at right when scores have been entered in the grid. ™
Divenload the
click
Back to top
B2006 Google
COMPASS Scores:
Writing Algebra Test Month Test Year
L 1 [ | L[] am
Click the ‘add' link at right when scores have been entered in the grid, *
dim = v

@ S & nternet

In this area, you can review and add test scores. If we received records from ACT for a
student, they will show above the ACT Score area. The student could have taken an
exam and we may not have received the scores prior to opening the scholarship site. You
should enter all scores you have for the student that are different that those displayed.
Example: if the student took the ACT four times, and we show one set of scores please
list the three other sets of scores that you have.

If you look at the bottom of this screen shot, you will see that *You will not be able to
continue to the Final Validation page until all scores are added for the Student is grayed
out at the bottom

If a student put that they had taken any of the tests, and you did not enter scores for the
test that the student indicated, you will not be able to complete the validation process. To
see if this is the case, look next to the list of tests at the top of this section and if next to
the test name you see “(student requested scores)” is displayed then you will know that
you will need to enter something. Look back to that screen shot, and see the text below
for assistance.

The application process takes the highest scores of any single test administration and uses
this for the selection process. It is good for you to list all, because if a student wants to
verify information upon which the selection is based, it is likely that they will want to
know that we had all scores.
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For the Academic awards, students may take the ACT, SAT or both exams and can take
them multiple times. The way the selection process is set up is that the scores will be
compared and the highest single test administration will be used in the calculation for the
selection process.

For the Promise Category A Professional Technical scholarships, the students are
encouraged to take the COMPASS exam, and the scores from (reading, writing, and
algebra) are used. If the student does not take the COMPASS exam but does take the
ACT exam, we can use these score to complete application process This is the first year
we have been able to do this and there may be more information on this process coming
your way.
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After you have completed entering all scores, click the Continue to Validation Button.
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This screen allows you to review the scores you entered one last time. Please make sure
that you have filled in all areas and that you have not made any inputting error as these
will affect the selection process.
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At this screen, you are verifying that the information you have entered is true and correct.
You also have the opportunity to make comments in the box. The comments need to be
limited to issues related to the eligibility verification process. An example would be if
you had a student who was not a current senior and you changed the graduation date you
would want to not this here. Another way this field is used is if you have a student who
when applying indicated that they were taking the COMPASS exam and yet did not do
this or did not every provide you with scores, to proceed to validation you would have to
enter “0”’s, and you would want to note the reason here.

After verifying, press the Submit button at the bottom of the page.
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You will see the Return to Student List button on the lower left had side of the page.
This will take you back to your student list.

It is important that you go back to this list.
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Once you are back at this screen, you can see the check box adjacent to the names of the
students. Once you have been successful with the validation, you will see that there is a
check box next to the student’s name.

You should repeat this process with each student. If a checkbox does not appear, and by
reading through the documentation you can not determine why, contact the Scholarship
Manager for assistance.

If a student appears on your list and the student should be assigned to someone else,
contact the scholarship manager for assistance. IF YOU DO NOTHING, THIS
STUDENT WILL NOT HAVE THE OPPORTUNITY TO BE CONSIDERED. The
intent of the program is complete the process for all students who apply.

Some student applicants will not meet the application eligibility requirements, yet they

may not know this at the time of application. The selection process will screen for this
and only eligible candidates will be considered.

21 Revised December 1, 2006



